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MEMORANDUM .

TO: Plan Reyiew Architec’_i:s/Engineers
FROM: Jerry V,V Jone!
Deputy Assis retary/Chief Architect
RE: - BREAK T
DATE.: November 10, 1998

This memo applies to those employees wishing to take two formal 15 minute breaks during the
day. The morning break time is 9:30 - 9:45 -and the afternoon break time is 2:30 - 2:45.

Employees taking this formal break will be required to take a ¥2 hour lunch time from 11:30 -
12:00. '

Employees not taking a formal 15 minute break shall have a one hour lunch break from 11:30 -
12:30.

Supervisors shall monitor those employees taking formal breaks and those employees not taking
formal breaks for compliance with these guidelines.
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